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Mr. John Watt
XYZ Electronics, Inc.
345 Circuit St.
Anytown, MA 12345

Dear Mr. Watt,

First Paragraph —State the reason for the letter, the specific position
or type of work for which you are applying and indicate from which
resource (placementcenter,news media, friend, etc.) you learned
aboutthe opening.

Second Paragraph —Explain why you are interested in the position,
the company, etc., and whatyou can do for the employer. If you are a
recent graduate, explain how your academic background makes you a
qualified candidate. If you have had some practical work experience,
pointout your specificachievements or unique qualifications.
Remember—do notcopy information directlyfrom your resume.

Third Paragraph— Referthe readerto the enclosed resume or
application which summarizes your qualifications and training.
(This can also be included atthe end of the second paragraph.)

Final Paragraph—Indicate your desire for a personal interview and
your flexibility as to the time and place. Include your phone number and
offer any assistance to help obtain a speedyresponse. Close with a
statementora question to encourage aresponse. Forexample, state
that you will call on a certain date to setup aninterview.

Regards,
John Q .Public

Form 1986 Rev. 6-15 Chinese www.mass.gov/eolwd



